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TRAINING RESOURCES  / DEVELOPMENTAL ACTIVITIES

(a) Bureau of Naval Personnel Caregiver Training Program (CTP)
(b) Morale , Welfare & Recreation Training Branch, Naval Support Activity Memphis (MWR)

(c) Bureau of Naval Personnel Management Skills Training (MST)
(d) Local College or University (LCU)

(e) Seminar of Vendor-offered Training (SEM)
(f) Miscellaneous Activity (MA)

(g) In-house Training (IH) - Sub to (f)

1(A).  Oral Communications 
(Interpersonal)

F Promoting Communication (CTP)
F Providing Positive Guidance (CTP)
F Working with Families (CTP)
F How to Communicate with Confidence,

Clarity and Credibility (SEM)
F The Best Ideas in Employee

Communication (MWR)
F Communicating with confidence to get the

job done (MWR)
F Communicating with People on the Job

(MWR)
F Practice effective listening skills (MA)
F Participate in site visits (MA)
F Participate in MCA with OOG Office (MA)
F Note taking from meetings (MA)
F Serving as Mentor (MA)
F Cover for folks on TDY/Detail/Leave (MA)
F Assume Lead Person responsibilities (MA)
F Mentor junior employee (MA)

1(B).  Oral Communications (Oral 
Briefings or Presentations)

F Participate in interviews (MA)
F Participate in research project (MA)
F Participate in site visits (MA)
F Participate in Toastmasters (MA)
F Effective Briefing Techniques (SEM)
F How to Make Presentations with

Confidence and Power (SEM)
F Public Speaking (LCU)
F Participate in MCA with CNET OOG (MA)
F Observe effective presenters in your

organization (MA)
F  Learn from the pros (MA)

F Attend sp observances
F Evaluate course presenters

F Develop/teach subject matter course (MA)
F Rep Sup at meetings/conf (MA)
F Chair team/panel (MA)
F Understudy a person assigned

brief/presentation taskings (MA)
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2. Quality Principles

F Read books or periodicals that
address Total Quality Management
or Leadership Principles (e.g...,
Deming, Covey, etc.) (MA)

F Implementing Total Quality
Management (SEM)

F Total Quality Customer Service
(SEM)

F Working with Families (CTP)
F Management Skills Training (MST)
F The Ten Commandments of

Business and How to Break Them
(MWR)

F Customer Satisfaction (MWR)

4.  Customer Orientation

F Working with Families (CTP)
F The Ten Commandments of

Business and How to Break Them
(MWR)

F Close to the Customer (MWR)
F Customer Satisfaction (MWR)
F The Essentials of Excellent

Customer Service (SEM)
F Develop and implement a customer

satisfaction survey. (MA)
F Visit customers to determine

expectations (MA)

3. Interpersonal/Team Skills

F Team Building Skills (SEM)
F Jump  Starting High-Performance

Teams (SEM)
F How to Lead a Team (SEM)
F Interpersonal Communications

Skills (SEM or LEU)
F Management Skills Training (MST)
F Solving People Problems in the Job

(MWR)
F Getting Cooperation (MWR)
F Seek feedback from your peers

about your interpersonal skills (MA)
F 18-Month Reassessment (360)

(MA)
F Practice effective listening skills

(MA)
F Serving on a chair/team at work or

in community (MA)

5. Flexibility

F Maintaining a Commitment to
Professionalism (CTP)

F Dealing with Difficult People (LCU
or SEM)

F The Many Roles of the Manager
(LCU or SEM)

F The Creative Manager (MWR)
F No-Limit Thinking (SEM)
F Practice Management Skills (MA)
F Develop ways to overcome that

resistance to change (MA)
F Participate in seminar (MA)
F Fill in for Sup (MA)
F Job Swap (MA)
F Rotational Assignment to job

outside field/series (MA)
F Mentor junior employee (MA)
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6. Decisiveness

F Being an Effective Manager (CTP)
F Leadership Development (LCU)
F Management Skills Training (MST)
F The Creative Manager (NTTC)
F Communicating with Confidence to Get

the Job Done (MWR)
F Assertiveness Skills for Managers and

Supervisors (SEM
F Volunteer for assignments with tight

timelines that force decisiveness (MA)
F Shadow a Sup (MA)
F Attend Dept level mtgs with Sup to

observe decisive techniques (MA)

8. Problem Solving

F Being an Effective Manager (CTP)
F Management Skills Training (MST)
F Creative Problem Solving (SEM)
F Solving People Problems on the

Job (MWR)
F Disciplining Problem Workers and

Improving Their Performance
(SEM)

F Schedule time into your day to work
on problems. (MA)

F Participate in brainstorming
sessions to consider multiple-
decision alternatives. ( MA)

F Shadow a Sup (MA)
F Attend dept level meetings with Sup

(MA)
F Serve on a team/panel (MA)
F Serve as a mentor (MA)7. Self-Direction

F Being an Effective Manager (CTP)
F Maintaining a Commitment to

Professionalism (CTP)
F Time Management (MWR)
F Managing Time and Priorities (SEM)
F Rethink! Recharge! Regenerate! (MWR)
F How  to be Organized In Spite of Yourself

(MWR)
F Getting it All Done (SEM)
F Set improvement goals, establish

measures to gauge level of improvements
(MA)

F Evaluate ILDP Progress Quarterly (MA)
F Demonstrate initiative:

F Volunteer for special assignment
and/or team (MA)

F Identify a new set of skills that would
benefit you and learn them. (MA)

F Practice stress management skills (MA)
F Participate in in-house training
F Participate in wellness program

F Mentor junior employee (MA)

9. Diversity Awareness

F Building Children’s Self-Esteem
(CTP)

F Promoting Social Development
(CTP)

F Valuing diversity (EM)
F Seek assignments where you are

exposed to cultural diversity (MA)
F Assist in Developing  EEO special

observances (MA)
F Attend Special Employee Programs

(MA)
F Rotational assignment in EEO (MA)
F Serve on EEO Committee (MA)
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10.  Written Communications

F Promoting Communications (CTP)
F Effective Business Writing (LCU)
F Contemporary Navy Writing (SEM
F Communicating with Confidence to

Get the Job Done (MWR)
F How to Write Better and faster

(SEM)
F Read “how to” books on report

writing (MA)
F Develop correspondence for

supervisor (MA)
F Edit others writings (MA)
F Draft Naval message (MA)
F Review  Correspondence (MA)
F Review Daily Reading File for a

period of time (MA)

12.  Technical Competence

F Fill in for Sup (MA)
F Completion of all CTP modules (CTP)
F Network with peers from other

activities (MA)
F Practice continuous learning within

your work group by drawing on the
expertise of coworkers and having
them share that information (MA)

F Attend technical specific conferences
(MA)

F Join technical job related  professional
organization (MA)

F Subscribe/read technical trade
articles, periodicals (MA)

F Shadow higher level Employees (MA)
F Give briefs at meetings/seminars (MA)
F Serve as SME for org and Selection

panels (MA)

11. Navy Core Values

F Working with Families (CTP)
F Management Skills Training (MST)
F Practice Navy Core values and

code of ethical behavior (MA)
F Maintain a professional demeanor

in interactions with others (MA)
F Review Ethics Instruction

periodically (MA)
F Join professional organization
F Assist with development of ethical

dilemmas case study for the
Leadership  Continuum (MA)

F Observe A Military Leadership
course by level of req (MA)

F Attend 1 hr. NRR “Navy Core
Value” Workshop - Cmd Trng Team
(MA)

13. DON Mission/Organization
    Awareness

F Management Skills Training (MST)
F Familiarize yourself with the DON’s

strategic goals and mission. (MA)
F Review DON Strategic Plan (MA)
F Network with others on all levels of the

organizational hierarchy (MA)
F Review own organizational manual

(MA)
F Review organizations list of current

Inst notices (MA)
F Telephone Book
F EOY Reports
F Command History
F Strategic Plans

F Interview Position Manager (MA)
F Rotational Assignment to N7 (MA)


